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Getting Started 

 

About DGP Online 

DGP Online is a user-friendly system designed to help sales teams follow-up with their 

customers and sell more vehicles.  DGP Online allows users to deliver automated emails, 

mailings, marketing reports, prospect lists, call reminders, sales team statistics and much, much 

more.   

DGP Online ties in the simplicity and effectiveness of the sales planners that Daily Gameplan 

has produced for years with the efficiency of an online CRM system. Most CRM systems on the 

market today are very expensive and cumbersome, but with DGP Online, the transition 

between high-tech and low-tech results in an easy-to-use, dealership focused, and inexpensive 

program that can, with proper usage, generate great results for your dealership.  

DGP Online allows much more personalization and customization than with virtually every 

other CRM on the market.  When DGP Online is used correctly, you can expect to bring back 

customers, set more appointments, and generate more sales. 

This DGP Online User Guide outlines the steps you will need to effectively implement the 

system with your sales team.  And, as with any of our products, if you have any additional 

questions or concerns please feel free to call our team directly at 1.888.330.6006 Monday 

through Friday  6:00 a.m. - 5:00 p.m. Mountain Standard Time.  We will be more than happy to 

assist you with your specific needs.  

Thank you for choosing DGP Online sales and follow-up systems.  We sincerely appreciate your 

business, feedback and referrals. 

 

 

Scott Bergeron, President              

Daily Gameplan, Inc.      
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Quick Start-Up Guide 

 

Setting Up Your Dealership Settings 

1.) Go to new.dailygameplanonline.com and add the website to favorites.  
2.) Login your username and password.  
3.) Go to DEALER UPDATES >DEALERSHIP SETTINGS>VEHICLE MAKES and default your 

primary vehicle for your dealership. Click EDIT. Check the DEFAULT box. Click UPDATE. 
4.) Go to DEALER UPDATES>MANAGE>USERS. Enter in all salespeople and assign them user 

names and passwords.  
 The username you assign your sales team cannot change, so please choose 

your usernames carefully.  We suggest either first initial and last name or a full 
first and last name.  Usernames should be more than six characters in length.  
We also strongly suggest keeping both username and password in lowercase 
since the system is case sensitive.  

 The passwords that are assigned can be changed at any time during your 
subscription to DGP Online.   

 There are three levels of security in DGP Online.  When creating users, please 
ǎŜƭŜŎǘ ǘƘŜ Ƴƻǎǘ ŀǇǇǊƻǇǊƛŀǘŜ άǊƻƭŜέ ŦƻǊ ŜŀŎƘ ǘŜŀƳ ƳŜƳōŜǊΦ  

Salesperson = This individual only has access to their data, reports, the 
ability to print letters, send emails, and print call reminder lists.  
LƴŘƛǾƛŘǳŀƭ ǎŀƭŜǎǇŜƻǇƭŜΩǎ ƴŀƳŜ ŀƴŘ ŀŎǘǳŀƭ άǳǇ Ŏƻǳƴǘέ ŀƴŘ άǎŀƭŜǎ Ŏƻǳƴǘέ 
will also appear on the home page of your DGP Online system. 
Manager = !ƭǎƻ ƪƴƻǿƴ ŀǎ ǘƘŜ ά{ŜƭƭƛƴƎ aŀƴŀƎŜǊΦέ¢Ƙƛǎ ƛƴŘƛǾƛŘǳŀƭ ƛǎ ŀƭƭƻǿŜŘ 
full access to all components of the system, including contact schedules, 
useǊ ǎŜǘǳǇ ǇǊƛǾƛƭŜƎŜǎ ŀƴŘ ŀŎŎŜǎǎ ǘƻ ƻǘƘŜǊ ǎŀƭŜǎǇŜǊǎƻƴΩǎ ŘŀǘŀΦ  ¢Ƙƛǎ 
άaŀƴŀƎŜǊέ ƭŜǾŜƭ ǿƛƭƭ also have their statistics included on the home page.  
InfoManager = This level of security will give you access to virtually all 
aspects of the system and will not show as a salesperson on the 
homepage.   

 Go to the home page and check to see that all your salespeople are listed on the 
home page correctly. 

5.) Go to DEALER UPDATES>MANAGE>GOALS. Enter ƛƴŘƛǾƛŘǳŀƭ ǎŀƭŜǎǇŜƻǇƭŜΩǎ Ǝƻŀƭǎ ŦƻǊ ǘƘŜ 
month. Click Edit to change salespersoƴΩǎ ŦƻǊŜŎŀǎǘ ŦƻǊ ŜƛǘƘŜǊ ǇǊƻǎǇŜŎǘ Ǝƻŀƭ ƻǊ ǎŀƭŜǎ ƎƻŀƭΦ  

6.) Go to DEALER UPDATES>DEALER SETTINGS>SALES STATS to edit Demo, Sales, T.O. to 
Manager, UPs and Write-ups forecasted for the entire dealership.  These statistics 
appear on your homepage and do not change unless you change them.   

7.) Go to CONTACT SCHEDULES>MANAGE PROGRAMS. These are all your contact 
programs and the page where you can make programs inactive, edit, or add a new 
program.  
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 To make a program inactive simply click DELETE next to the program you want to 
make inactive.  If you wish to reactivate the program, got to CONTACT 
SCHEDULES>ACTIVATE PROGRAMS.   

 To make a program the default program, click EDIT, then check the box next to 
Default. 

 To make a new program fill in required fields in the CREATE NEW PROGRAM box 
and hit CREATE.  

Your Day-to-Day Routine 

1.) The first thing the Information Manager or Manager should do daily is to make certain 
that all customer and prospect information is loaded into the system. 

2.) The Information Manager or Manager is also going to need to send scheduled emails 
daily. Go to the bottom of the homepage > SEND SCHEDULED EMAILS. You can decide if 
your Salespeople, the Manager or the Information Manager should  be responsible for 
sending emails out. Make clear who will be sending out these e-mails.  

3.) Print out letters and pass them out to salespeople. To print: 
 Go to bottom of the homepage>SEND LETTERS>PRINT LETTERS ICON>PRINT 

LETTERS>PRINT. The letters should then print. After you have printed these 
letters close out of the PDF letter box and hit BACK next to the Print Letters link. 
Then REPRINT LETTERS OR POST AS SENT. Next to the salespersonΩs name 
whose letters have been sent click PRINT SENT LETTERS TO CONTACT LOG. If 
there has been an issue printing click the same button REPRINT LETTERS OR 
POST AS SENT before you post letters as sent.  

4.) Print out the call list and pass them out to your salespeople. Go to the bottom of the 
homepage>PRINT CALL LIST.  

5.) It is advised the Information Manager or Manager prints out customer and prospect 
reports and hands these out to salespeople to make sure there are no additional 
updates.  

 
*Feel free to use the demo site at any time by logging into 
new.dailygameplanonline.com with:  
 

Username: manager 
Password: scott 
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Access DGP Online 

 

 By now you have spoken with a staff member from DGP Online and received a 

username and password.  

 To access DGP Online simply enter the following address into your internet browser: 

new.dailygameplanonline.com. It is highly recommended that this address is added to 

your favorites or set as your home page. 

 

 
 

 Login your username and 

password and click LOG IN. If 

you have forgotten your 

username password simply 

click on the Forgot your 

Password? If you have 

forgotten your username 

please contact us directly and 

our staff will be happy to assist 

you. 

 

 ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŀŎŎŜǎǎ ¢ƘŜ 5ŀƛƭȅ DŀƳŜǇƭŀƴΩǎ 5ŜƳƻ ǎƛǘŜ ōȅ ƭƻƎƎƛƴƎ ƛƴ ǿƛǘƘ ǘƘŜ ǳǎŜǊƴŀƳŜ 

manager and password scott. 

You will recognize you are in the 

demo site and not your 

ŘŜŀƭŜǊǎƘƛǇΩǎ site because the 

top will read Welcome Test. You 

are welcome to utilize this demo 

site to become more familiar 

with the online system. 

 

 

http://www.new.dailygameplanonline.com/
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 The first page that will appear as soon as you have logged into the system will include 

information ŀƴŘ ƎƻŀƭΩǎ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ŘŜŀƭŜǊǎƘƛǇ ŀǎ ŀ ǿƘƻƭŜΣ as well as individual 

salespeople.  

 

Enter Dealership Information 

 

Manage Dealership Vehicle Makes 

 Go to DEALER UPDATES then 

DEALERSHIP SETTINGS and 

then VEHICLE MAKES. 

 

 

 

  The system is preset with models and makes in which the particular dealership can 

then edit. To make any of these makes inactive simply click Edit, uncheck the Active 

box and click Update when finished.  

 

 

 

 

 

 

 

 

 

 To make a particular vehicle make the 

default simply click Edit then check the 

Default box and click Update when 

finished. If you own a Chevrolet 

dealership for example your default 

should be Chevrolet.  
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Entering New Users 

 Go to DEALER 

UPDATES then 

MANAGE then 

USERS. To 

create a new 

user on the site 

simply fill in the 

required fields 

and click 

CREATE.  

 When assigning 

roles for new 

dealership 

users there are 

three different levels of security. A SalesPerson is a salesperson working at your 

dealership. An InfoManager oversees and has access to everything in the system. A 

Manager also has access to the entire system; the only difference between a Manager 

and an InfoManager is the Manager is someone who also sells vehicles and will have 

their name and sales statistics listed on the front page.  

 When filling out the contact information you can select to use the dealership contact 

ƛƴŦƻǊƳŀǘƛƻƴ ƻǊ ǳǎŜ ǘƘŜ ǎŀƭŜǎǇŜǊǎƻƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ Lǘ ƛǎ ǳǇ ǘƻ ǘƘŜ ŘŜŀƭŜǊǎƘƛǇ to decide 

where they want e-mails, letters, and phone calls to go directly in regards to each 

particular user. 

 The username selected must remain consistent. It is suggested to use a first name and 

last name for each username so it will be easily remembered. (Employee numbers are 

not suggested because they are easy to forget.)  It is also advised to use all lower case 

characters for both user names and passwords to avoid any issues logging in.  DGP 

Online is case sensitive.  

 Fill in the security question and answer in case you cannot remember your username so 

our staff can securely assist you in a future retrieval.  
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 Editing User Information 

 

 You can edit the information of 

your current users by clicking the EDIT link next 

to an ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜΦ ¸ƻǳ Ŏŀƴ then edit any 

contact information as well as make this 

salesperson active or inactive.  

 

 

 

 

 

 

Making a User Inactive 

 

 You have the ability to make a user inactive by un-checking the Is Active link next to 

ǘƘŀǘ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜΦ   

  

 Deleting a User.  Go to DEALER UPDATES>MANAGE>USERS, then click delete next to 

the salesperson. A ǇŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ ǘƘŀǘ ǿƛƭƭ ƭŜǘ ȅƻǳ ǊŜŀǎǎƛƎƴ ǘƘƛǎ ǎŀƭŜǎǇŜǊǎƻƴΩǎ 

prospects and customers to other salespeople at the dealership. You can check all, or 

select specific salespeople to take over these prospects and customers.  Any 

prospects or customers that have another salesperson will be automatically 

redistributed to that salesperson first.  All other prospects and customers will be split 

evenly and randomly among the salespeople that you select.  Finish by clicking 

Delete. Once you take this action an Orphan Letter and Email will be distributed 

informing customers of the salesperson who will be assisting them from this point 

forward. 
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Manage Goals 

 Go to DEALER 

UPDATES then 

MANAGE and then 

GOALS.   

 

 

 

 

 

 Here you can enter the desired number of UPs (Unsold Prospects) as well as sales 

goals for each salesperson in each month. Go to the EDIT button next to the specific 

ǎŀƭŜǎǇŜǊǎƻƴΩǎ ƴŀƳŜ ŀƴŘ enter the fields related to Prospect Goals and Sales Goals, 

then click UPDATE when finished. When you are done you can click LIST to see all 

salespeople and their goals.  

Manage Sales Statistics  

 Go to DEALER UPDATES then 

DEALERSHIP SETTINGS and then 

SALES STATS.  

 

 

 

 Here you can manage the goals for the entire dealership relating to Demos, Sales, T.O. 

to Manager, UPs, and Write-Ups. 
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Contact Schedules 

 

 The Daily Gameplan has pre-written over twenty different contact schedules for your 

dealership use. You have the ability to edit these letters, e-mails, and call referrals at 

any point in time as well as delete or add additional contact schedules. Our pre-written 

contact schedules are included in English as well as Spanish.  

Manage Contact Schedules 

 Go to CONTACT SCHEDULES then to 

MANAGE PROGRAMS.  There are already contact 

schedules set up for you to use which you can 

either use as is, edit and use, or simply delete if 

you feel it does not relate to your dealership at any point in time. 

 

 

 If you do not want to use a whole schedule, for example you do not have 5 year leases, 

then hit delete next to the program name. 

 
 

 

 

 To personalize specific steps for each schedule click Manage Steps. Once you have 

clicked manage steps you will see a list of steps. You can add any additional information 

you choose to the letters, e-mails, or follow up phone calls.  Always remember to click 

Save to the program 

when you are finished.  

 

 You can also add 

additional comments to 

letters or e-mails before 
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sending them out individually. 

 

 

 

 

 If you want to create a new program of contact simply go to the box on the top of the 

page and fill in the required fields.  

 

Activate Contact Schedules 

 

 First go to CONTACT SCHEDULES then to 

ACTIVATE PROGRAMS. 

 

 

  The programs you have de-activated are listed here. If you choose to re-activate any of 

the schedules simply click the activate button next to the program.   
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E-mails, Letters, and Calls 

 

 There are two different ways to access the e-mail queue, call lists, appointments, 

and letters. The first way is to go to the home page after you have logged in. On the 

bottom there are three buttons that read SEND SCHEDULED E-MAILS, SEND 

LETTERS, PRINT CALLS LIST and APPOINTMENTS.  

 

 

 The other way to access this page is to scroll to 

the horizontal menu bar at the top of the webpage and 

click E-MAIL/LETTERS/CALLS and then select E-MAIL 

QUEUE, PRINT LETTERS, CALL LIST, or APPOINTMENTS. 

 

 

 

E-mail Queue  

 (Follow the instructions under the E-mails, Letters, and Calls section above on the 

bottom of page 12 and top of page 13 to access the e-mail queue). You will reach a page 

with your salespeople listed with e-mails beneath each customer or prospect. You can 

send e-mails by using the icon on left that reads send mail. You can also delete an e-mail 

by clicking the delete icon. The program will confirm when you have sent an e-mail out. 

You can also add 

more personal 

and customized 

greetings to 

these e-mails 

before sending 

them.  

Letters 

 (Follow 

the instructions 

under the E-



DGP Online User Guide 
 

14 | P a g e  
 

mails, Letters, and Calls section above on the bottom of page 12 and the top of page 13 

to access letters). You will reach a page with your salespeople listed with the letters that 

need to be sent beneath each customer or prospect. You can print and view these 

letters by clicking the icon to the left. Then 

 click PRINT LETTERS. After you have sent your letters you can click the button that 

reads POST LETTERS AS SENT. 

 

Call List 

 (Follow the instructions under the Emails, Letters, and Calls section above on the 

bottom of page 12 and top of page 13 to access the Call List). You will reach a page with 

your salespeople 

listed with the 

calls that need 

to be made 

below each 

customer or 

prospect. You 

also have the 

option to print 

out this call list 

at the bottom of 

the page.  
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How to Add a New Customer  

 After you have successfully logged into your account scroll to the horizontal menu bar at 

the top of the webpage to CUSTOMER DATA.  

 

 

 

 

 

 Under CUSTOMER DATA there will be two options located below. Scroll to the tab that 

reads CUSTOMER/PROSPECT and click ADD CUSTOMER/PROSPECT.  

 

 

 

 Select the salesperson for this 

particular customer or prospect 

and click GO.  

 

 

 Fill in the appropriate 

information in the fields on 

the next page. The more 

information gathered about 

this prospect the greater the 

advantage that salesperson 

has to effectively follow-up. 

DGP Online encourages 

users to add information in 

the COMMENTS FOR BUYER 

PROFILE regarding personal 

information about the 

customer or prospect. For 

example, remembering 

family member names, or 

anniversaries creates a more 
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unique and personal experience for your customer. Although all fields are very 

important to fill out, the only required information is the First Name, Last Name, and 

Phone 1 highlighted in red.  

 This page will remain consistent even if the customer purchases additional vehicles from 

your dealership. After all the required fields are completed click NEXT STEP.  

 This will take you to the DETAIL INFORMATION page which is directly related to the 

vehicle your customer is potentially interested in purchasing. Fill in all appropriate fields. 

 Fill in appropriate fields under TRADE-IN INFO if your customer has a trade.  

 Fill in all additional information particularly the Initial Contact. The Call Back Date is 

when you should set up a date 

to reconnect with this prospect. 

If you have an appointment set 

up with this individual include 

the date and time of this 

meeting.  

 Please also insert the 

Referral Source from your 

customer as appropriate. These 

can be adjusted by each 

particular dealership depending 

on what advertising efforts are 

utilized. 

 Next select the steps 

completed for the sale. There 

are three options: Demo, Write-

Up, and T.O. to manager (Turn 

Over to Manager.) 

 Finally, select the action 

your customer or prospect took that day to ensure they receive the suitable contact 

information from our letters, e-mails, and phone call follow ups.  

How to Delete a Customer/Prospect 

 Scroll to the 

horizontal menu bar at 

the top of the webpage 

to CUSTOMER DATA 

and then to the CUSTOMER/PROSPECT button. Select DELETE CUSTOMER/PROSPECT.  
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 You have three different options to search for these customers and prospects that you 

are choosing to delete. You can search by last name, click on the first letter in blue on 

the bottom, or simply show all of your customer and prospects. 

 Click DELETE next to your customer or prospectΩs name. You also have the opportunity 

to view the vehicle(s) this individual was interested in or had purchased previously 

before making a decision to delete this customer.  

How to Search for a Customer/Prospect 

 Go to CUSTOMER DATA 

and then down to the SEARCH. 

You can either click on 

CUSTOMER if you are 

interested in searching for a 

previous customer or PROSPECT if you are trying to find information relating to a 

potential customer.  

 You then will have the opportunity to search these customers by Last Name, Phone 

Number, Salesperson, or by Team. Select the appropriate action and click SEARCH or 

SHOW ALL. Click on the particular name in the list that you would like to view. 

 If you need to edit information click the EDIT button on the individual customer or 

ǇǊƻǎǇŜŎǘΩǎ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ǇŀƎŜ 

 

Appointment Report 

 

 Go to E-MAIL/LETTERS/CALLS and scroll down to 

APPOINTMENTS. (Or access appointments for the next 

three days by clicking on the APPOINTMENTS button 

shown on the home page as shown on the bottom of page 

13.) Here you can see when appointments were made and 

by which salesperson. You can also search these records by 

date, by sales person, by all vehicles, used, or new. 
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Managing Reports 

 Your Prospect Report, Customer Report, 

Statistics Report, and Birthday Report all can 

be found under the REPORTS on the 

horizontal menu on top of the page.   

 

Prospect Reports 

 Go to REPORTS and scroll down 

to PROSPECT REPORT.  (As 

shown in the Managing Reports 

Diagram Above).  

 

 You can search these records by 

date, by all salespeople, by 

salesperson, used vehicles, new 

vehicles, source, as well as 

search by a particular vehicle 

make and model. Click SHOW 

REPORT.  
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 Here you will 

see all potential 

customers sorted by 

salesperson.  

 

 

Customer Reports 

 Go to REPORTS and scroll down to CUSTOMER REPORT. (As shown in the Managing 

Reports Diagram above on page 19). 

 

 

 

 

 You can also search these 

records by date, all salespeople, 

individual salesperson, team, all 

vehicles, new vehicles, used vehicles, 

source as well as searching by a 

particular vehicle make and model. 

Click SHOW REPORT after you have 

selected your specifications.  
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 Here you will see all of 

your customers sorted by 

salesperson.  

Statistics Reports 

 Go to REPORTS then to 

STATISTICS REPORT. (As show above in the Managing Reports Diagram on page 19.)  

 

 

 

 

 You can also search 

these records by date, all 

salespeople, salesperson, 

team, all vehicles, used 

vehicles, and new vehicles. 

Simply click SHOW REPORT 

after you selected your 

specifications.  

 

 

 Here you will see your 

marketing report and dealership 

statistics. The top chart shows the 

advertising sources that are 

yielding the highest customers for 

your advertising dollars. The 

bottom chart shows the total count 

for your UPs, Demos, Write Ups, 

T.O. to Manager, and Sales.  
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Birthday Report 

 

 Go to REPORTS and scroll down to BIRTHDAY REPORT. (As shown in the Managing 
Reports Diagram on Page [11]). 

 
 You can also search these birthdays by date range, salesperson, or all salespeople. Click 

SHOW REPORT after you have selected your specifications.  
 

 Here 
you will see 
a birthday 
report of all 
customers 
and 
prospects. 
The Daily 
Gameplan 
suggests that 
each 
salesperson 
sets up a 
specific time 

each week to send an e-mail, birthday card, or personal phone call for these prospects 
and customers.  

 

 

Dealer Updates 

Here is where the dealership can update the system with 

all recent updates that will appear on the home page 

including Unsold Prospects. To reach Dealer Updates go to 

the DEALER UPDATES title on the top horizontal menu.  
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A Manager or Info Manager /ƘŀƴƎƛƴƎ ŀ ¦ǎŜǊΩǎ tŀǎǎǿƻǊŘ 

 

 To change a ǳǎŜǊΩǎ password go to the Change Password link and fill out the required 

fields and SAVE when finished.  

 

A Manager or Info Manager wŜǘǊƛŜǾƛƴƎ ŀ ¦ǎŜǊΩǎ tŀǎǎǿƻǊŘ 

 

 To retrieve passwords click the link Retrieve Password. Type in the username and 

then Retrieve.  Your password will appear in the Password field.  

Adding Attachments to Emails 

 If you have created any PDF formatted files here is where you can manage them 

especially for online 

newsletters, promotions, 

or images of vehicles. Go 

to DEALER UPDATES then 

MANAGE and then PDF’s 

for EMAIL.   

 

 To upload click the Add PDF link at the top of the page.  

 

 Click FIND PDF to search for your desired PDF from your files. Once you have found 

your PDF check the box to the left of the item and click upload. You can upload more 

than one PDF at a time by clicking ADD and repeating the same steps. Now when you 

send out e-mails you have the option to add an attachment which can be found at 

the bottom of the emailing page. 
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How a Salesperson can Change their own Password 

 Go to DEALER 

UPDATES then 

MANAGE then 

SECURITY. 

 

Export Prospect and Customer Lists to Excel 

 This feature is useful if your 

dealership likes to collaborate with Excel or you 

are a user that has signed up without the 

dealership. Go to DEALER UPDATES then 

EXPORT LISTS TO EXCEL then choose PROSPECT 

or CUSTOMER.  

 

 Select the salesperson in which you would like to export either customers or 

prospects to excel and click SEARCH. The click EXPORT TO XLS and click SAVE. Save 

the file 

location most 

appropriate.  

 

 

Manage Dealership Advertising Sources 

 Go to DEALER UPDATES then 

DEALERSHIP SETTINGS and then SOURCES. 

  

  

  

 

 

  

This will help 

you to 

understand 

what has been 
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most effective for your advertising expenses. If you click Edit you can edit any of the 

sources you currently have. You can click Delete if you have removed an advertising 

source. You can also add a new advertising source by clicking Add New Source at the 

top of the page and filling in the required fields. You can also make these sources 

active or inactive by checking or unselecting the Active button.  

Contact Support 

If you are experiencing problems with Daily Gameplan Online or would like to make any 

suggestions for the program, please contact:  

Phone                
Mon-Fri 8:00am - 6:00pm MST 

Phone: 1-888-330-6006 

Fax: 303-972-3494 

 

Mail  & Physical Address  
Daily Gameplan, Inc.  

231 Violet St. #100 

Golden, CO 80401 

 

 

 

 


